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Overview:
Employee Information is the backbone of QNE Payroll System. It is the first setup to consider
before proceeding with the other Master files Maintenance.

Scenario:

Employee that is not currently added in the Payroll System e.g., New Employee must be created
under Employee Maintenance. Also, in cases that there is a change in the existing employee
details, amendment should take place using the same form.

Procedure:
1. How to Create Employee

Under View Tab > Employees

3 & |G

Transactions Rates Tools

Highlight the Employee > Click ‘New’
@ (2 B 7 Bt = N0- N Employees - QnE Payroll System (Prime Edition) for Philippines v2.2021.5.4 - o x

e 3y 1) B
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Drag a column header here to group by that column

New | Edt Delete Cancel Save

Manage Emplovee Loans Last Name | FrstName Department Job Position Tax Status Salary Type Location Cost Center Employment Status |

Maurine Research and Dev... Senior Software D... Monthly ~NONE- ~NONE~ Regular
Sandoval Shawn Head Management  Chief Executive O... Monthly ~NONE- ~NONE~ Regular
Michael Support Department Team Lead Semi-Monthly ~NONE-- ~NONE- Regular
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Fill-in the required fields:

Some Fields are required and will be the basis of the system for the Payroll Computation.

Main Details:
1. Employee Code (Required) 10. Birthday (Required)
2. Biometric Code 11. Gender
3. Minimum Wage (Required) 12. Civil Status (Required)
4. Last Name (Required) 13. Email Address
5. First Name (Required) 14. Contact Number
6. Middle Name
7. Status (Required)
8. Rank (Required)
9. Date Hired (Required)
Picture Main Details | Personal Detals |
Employee Code |[E004 | Biometric Code [£004 | [ Minimum wage [#] 1s Active
Last Name Gomez | Date Hired [03/20/2017 -|
No image data FistName  [Anetta | Birthday 0612211991 -|
Middle Name | Gender [Female - | CivilStatus:  [Single -|
el || StBOS Regular - | Email Address [anettag@email.com |
| Upload || cear Rank Rank and File - | contactNo. | |
Payrol Detais | ing Tax / C Settings ||
Department Sales and Marketing + +| Region -]
Job Position Sales Associate ~ | Locale . |
Cost Center [ « +e| Work Place -]
Rate Type Monthly ~ | Bank [ - &|
Frequency Semi-Monthly ~ | Bank Account No |
GSISNo 37846198465 |
SSSNo 35-2344515-6 I
Basic Rate 45,000.00 :‘ TIN No 355-466-534-565 -
V| Include SSS
Hourly Rate ‘ 258.62 :‘ HDMF No 683764563541 B include Wrax
Daily Rate [ 2,068.57 - | PhiHealth No | 346545636446 {Inmm:F
Hours Per Day 8.00 2] Date Raised 4 ] Enchde P

Personal Details:

15. Current Address 21. Religion
16. Provincial Address 22. Language
17. City 23. Citizenship
18. Province 24. Height
19. Zipcode 25. Weight

20. Citizenship
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Picture [ |
Provinaal Address |
Ho image data city [ | Provinee | | Ziocade
Citeershin | | retiion [ fwosee [ ]
Height () | |weight 00y | |
[ e || e
! ng Tax / gs | |
Department [Sales and Marketing | Regon [ -
JobPosiion |Sales Assocate - | Locale [ -]
CostCenter | - | Work Place [ -]
Rate Type [Monthly -| Bankc [ - &
Frequency |Semi-Monthly | Bank Account o | |
GsISNo [s7a%158465 |
3 3523045156 ]
BasicRate [ 45,000.00 2| TINNo 355-465-534-565
— s ] ) S
[ indude WTax
Daily Rate [ 2,068.97 - | PhiHeslthNo  |34-6545636446 T
HoursPerDay | 5.00 2| Date Raised S [ —

Payroll Details:

1. Department (Required) 10. Bank Accounr No.
2. Job Position (Required) 11. GSISNo.
3. Cost Centre 12. SSS No.
4. Rate Type (Required) 13. TIN No.
5. Frequency (Required) 14. HDMF No.
6. Region 15. Phil Health No.
7. Locale 16. Basic Rate (Required)
8. Work Place 17. Hours Per Day (Required)
9. Bank
Picture Main Detais || Personal Detais |
Employee Code [E004 | Biometric Code [E004 | [ Minimum wiage 7] Is Active
Lasthame  [comez |Daterired  [03/20/2017 -]
No image data FistNeme  [Amnetta |Birtnday  [06/22/1391 -]
Middle Name | | Gender |Female - | civi Status:
Status [negmar 'JEmdAMes Ianzﬂag@anai‘mm j
| Upload || cear ||| Rank [Rank and Fie - | contactNo. | ]
Payrol Detais | Tax | Contributons Settings | \
Department [sales and Marketng - - | Regon [ -
Job Position [sales assoqate - | Locale [ -l
CostCentsr | « - Work Place \ -]
Rate Type [Monthiy - | Bank ‘ - &
Frequency [semi-Monthiy -] Bark AccountNo. | ]
GSISNo 87846198465 ]
555 No 3523445156 \
Basic Rate [ 45,000.00 | TINNo 355-466-534-565
— o2 | oo S
vaiyRate | 206857 - Phi Health o I chnde HOMF
Hours Per Day | 8.00 3] Date Raised l:l [¥] Include PHIC
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18. Checkbox # Include SSS, WTax, HDMF & PHIC, will allow the system to compute
Governement Contribution upon Payroll.

Picture Main Details || Personal Detais |
Employee Code [E004 | Biometric Code [E004 | [ Minimum Wage [ Is Active
Lasthame  [Gomez |Datetired  [03/20/2017 -]
Mo image data FistName  [Amnetta | Birthday 0672271991 -
Midde Name [ | Gender [Female -|cvistatus:  [snge -
Status |Reguiar - | Email ddress [anettag@emai.com |
| Upload || cear ||| rank [Rank and Fie ~| contactNo. | ]
Payrol Detais | Tax/C Setiings | |
Department |5a|es and Marketing - ‘ Region [ - ‘
Job Position [sales Associate - - | Locale [ -]
CostCenter | - | Work Place [ -
Rate Type [Monthiy ~ | Bank \ - &)
Frequency [semi-vonthiy - | Bark Account o | ]
GSIsho 87846198465 |
555 No [35-23445156 I
Basic Rate | 45,000.00 :‘ TIN No 355-4966-534-565
[¥] Include 55
HouryRate | 258.62 ;| HOMF No 683764563541
[¥] Include WTax
Daily Rate [ 2,068.97 | PhiHeslthNo 346545636446
Include HOMF
HowsPerDay | 8.00 2|

vaciased [ | guderc

Miscellaneous:

19. Holiday Set-up

20. Check box # Include Loans, Allowance & De Minimis Benefits to allow system to Include the

ff in Payroll Computations

Picture Main Details | Personal Details | =

e cate ot moneccoce S— e cve

LastName  |Gomez |DateHred (0372072017 -

No image data FirstName  |Ametta | Birthday |0s/22/1991 -]

Middle Name | | Gender Female -| v status:  [single -

Status [Regular - | Email Address |anettag @email. com ]

\ Upload || clear Rank [Rank and Fie -| contactho. | \

| Payroll Details | witt Tax | Contributions Settings |
HOLIDAY SET-UP

[] No Work No Pay During Regular Holidays
[8] o Work No Pay During Spedal Holidays
[7] No Work No Pay After Regular Holidays
[8] No Work No Pay After Special Holidays

[] No Work No Pay Before Regular Holidays
[8] No Work No Pay Before Special Holidays

[¥] Indude Loans
[7] Indude De Minimis Benefit

[¥] Indude Allowance

Once done, click ‘Save’
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Hom e
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G ClearFiter  Refiesh || Toggle _Sycto
¥ S Upd

Rates

atch  Close
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Prcture | s Detais | | I
Employes Code 00+ | Biomeric code [e00+ [£] Mnmum Wage ¥ 1s Actve
LastName  [Gomez Datered  [03/20/2017 ]
No mage data FrstName  [Amnetta Birthday 081221991 |
pdde hame | Gender [Femae - | Stans:  [Sngle -l
stats Reguar - | Emai Address [anettap@emai.com ]
Upload || Clear Rank Rark and Fie - contactMo, | |
Payrol Detals | withholdig Tex / [ |
Depsrtment [sves and varkenng + | Regon [ ]
JobPositon [Sales Assodate « oo Locale [ ] 14
costcenter | - -] work Flace [ -
Rate Type [Monthiy - | Bank [ - &
Frequency [semi-tonthiy - | Bank Account o | |
GSISNo |a7845 198455 |
S50 [3523435158 ]
Basc Rate [ 45,000.00 Tro 385-466-53+565 ——
oy | e N e— (e
Daily Rate [ 2,088.97 © [34esasereres | =
HorsperDay | 8.00 - L ] Indhude PHIC

Notes:
a. Hourly Rate and Daily Rate is automatically computed

b. Other fields that requires Maintenance — refer to other KBs for further instruction

Formula: Basic Rate x 12 (Months per Year) / EMR = Daily Rate / Hours Per Day = Hourly

Rate

2. How to Edit Employee Details
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In Employee Maintenance, Choose Employee then click ‘Edit’.

@ 28285 - Employees - Qn Payroll System (Prime Edition) for Philippines v2.2021,10.7 - ] x
e Rates  Tods
3 | x Syillz=) :
) [0 ISR M RGP s 3 |
New | Edepelen | CearFiter  Refresn| Tooge Sycto  Bath  Cose
L || "vew Onine HRIS pdate
" =l )
Engloyees |
2 Tess
Pictre || man petats | &
Greate atien Engloves =
A R Employes Code 004 Bametrc Code [E004 Mewrum Wage 715 Actve
Enckose leearces tasthame  [Gomez Daterwed  [03/20/2017
No mage data Frsthame  [Ametta setday 0672271991
Mdde Name Sencer Fenae Ovistats:  [Snge
2 s
- stans Regur Ened Address | snettog Eemal.com
issn As Agorover Rank Rerkand Fle -] contact Mo
PoyrollDetalls | vithhoidng Tax / Contribubons Settngs | Mscedaneous |
Department sales and arketng - | Regon
JobPostion [Saes Assacate - Locale
Cost Center ] WorkPlace
Rete Type Monthiy - Bk 4
Frequency Sem-donttiy | Bark Account No
Gsiso 87846 193465
sssto 3523045155
BascRate 45,000.00 ™ 355466 534565 -
Hourty Rate 25862 - HOMF o 683764563541 2
Indiude WTax
DalyRate 206857 Phitesthio |34+6545636446 i
Houss Per Day 800 Date Rased =S
Appl mendm Onced lick ‘Save’
pply necessary amendments. Once done, click ‘Save
@ o ¥ Yo Emplayees - QnE Payroll System (Prime Editian) for Philippines v2.2021.10.7 - @ X

Pitre. | | s Detats || =
Erplayee Cade |00+ Biometric Code [E004 ] Miituem Wae 15 Active
Lastiame  [Gomez Daterired  J0320/2017
e Yo image data Frsthome [Arvctta Brthdoy  [06/22/1391
2 Wadde tame Gender Fenae ~|ovisaus:  [sege
e — Stans Resged - | emai address [aneteaggemai.com
Uplosd Do Rark Rark and Fle -] contact e

Poyec Detds | Mok Toxf Comutors Segs | Marelerems |

Department  [Sales and Marketng - | Regen
xbpomton  [saes Assocate - o Loale
Cost Center - o Work Place
Rate Type: Moty - Bark - &
Frequency (sem Honthiy - | Bark Acemntio
e e mss
sssho 352345156
BaskcRate 45,000.00 ¢ ™ 355466534565
) include 555
Hourty Rate 2862 - O N0 683764563541
7 1ndude WTax
Day Rate 2,088.97 © Pravesitbo (346545636445
Indude HOME
.00 ° 271572021 -
Hours Per Day 8.00 2 Date Resgned . -
Date Rased

Note: Employee Last, First and Middle Name are not editable once they have existing
transactions.

7

For further concerns regarding this matter, please contact support to assist you or
create ticket thru this link https://qnesupportph.freshdesk.com
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